Reporting

Chapter 6 — Human Resour ces Reporting

z Reporting Functions

This process documents the procedures and steps required to access the data stored in the
Human Resources infotypes. The system will print the commonly used SF52 and PARS
aswell as numerous other reports. When accessing the Flexible Employee Data report,
you have the capability of selecting the fields that are to be returned as part of the report.

The screens shown in this chapter are examples of most of the report screens within the
AIMS Human Resources system. Although not all reports are identical, the basic
concepts and methods may be carried over from report to report. We have included the
detailed explanations of how to create reports for specific needs.

Menu Path: INFORMATION SYSTEMS>HUMAN RESOURCES > REPORTS
> PERSONNEL MANAGEMENT > ADMINISTRATION >EMPLOYEE

M AP Easy Access SAP R/3 System

Menu Edit Faworites Extras System Help

& | Hlceoe MR ONLD | ARE| @
[tE | EBs va
- [ PA30 - Maintain |
- 3 S4P standard menu

i |21 Office

E+; ----- 21 Logistics

E| [0 Accaunting

----- |2 Human Resources

-3 Information Spstems

LE ----- [ Logistics

B [ Aecounting

B 23 Human Resources

Bl -3 Reports

=] 23 Personmel Management

B3 Admiristration

i Ei =4 Emplayee

I @ S_AHR_E1015507 - D ate Monitoring

@ S_PHI 46000216 - Service Anniversaries
----- @ 5_PHY 46000225 - Powers of Attomey

------ @ 5_PHI 46000224 - Education and Training
------- @ 5_PHI 46000223 - EEs Entered and Left
------ @ S_PH3I 46000222 - Family Members

----- T2 5_PH3 46000221 - Birthday List

------ @ 5_PHI 46000220 - Vehicle Search List

------- 5_AHR_E1016354 - Telephone Directony
------ @ S_AHR_B101E35E - Time Spent in Each Pay Scale Area/Type/Group/Level
----- @ S_AHR_B101E357 - Defaults for Pay Scale Reclassification

------ @ S_AHR_E1016358 - Reference Perzonnel Numbers

------- @ S_AHR_E1016360 - HR Master Data Shest

------ 2 S_AHP_ET0ME3E1 - HR Master Data Sheet in SAPscript
----- @ 5_AHA_E1016362 - Flexible Employes Data

W S_AHR_F1016369 - Employee List
------- @ 5_AHR_E1016370 - List of Matemity Data

L @ 5_AHA_E1016353 - Severely Challenged

[l (7] Organizational Ertity LI
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Human Resources

= Employee List

Program Edit Goko  System  Help

@ Jecee DM ananaRE @
®oBEE
Further selections | = Search helps | = Sort | = Org. structure
Period
® Today ) Current month O Current year
) Up to today ) From today
() Other period |—ﬂ To
Person selection period Ta
Selection
Persannel number I_ﬁ ta I_A 5
E mployment status !“E to I_ o
Personnel area I_ to I— a2
Personnel subarea I— tor I— 5
Employee group I_ to I_ o2
Employee subgroup I_ to l_ o
Repont-zpecific selections
Lazt name to =
Mame at birth to =
Firzt namne I to | 5
M ationality to l_ =]
Mew employees in period I— to l— o2
Gender
(® Both genders () Only male () Only fermale

{Lisl format ‘

[T Cost center text reauired

The screen above shows the main criteria screen for the report selected, the Employee
List. This screen alows many options for the user. Y ou will be able to see the datain
exactly the form that you wish. The first part of this window is the Period section as
shown below.
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‘Period
® Today 1 Current manth ) Current year
) Up to today ' From today
) Other period Wﬁi To I—
Perzon selection period r— ] To I—

This series of radio buttons allows the report to run #0r only the time period that the user
requests.

Radio Button Title Description

Today If the report j4 to be run for records valid today

Up to today Select for ¥alid records up to today’ s (through yesterday)

Other period Specifyéspecific range of datesin the top row of selection
fields

Current month Only records valid during the current month

From today For records valid past today (starting tomorrow)

Current year For records valid only during the current year.

Per son selection period See the explanation below

When you enter a person’s selection period, the system selects only those employees who
are members of the enterprise (the entire system) on at least one day in the specified
period. These are persons with avalid Organizational Assignment (Infotype 0001)
record. Entriesin the standard Selection options fields limit the personnel numbers that
are selected. Y ou may specify an interval by entering the start and end dates in the left
and right columns respectively.

One more way of filtering the information that you require in the final report isto use the
Selection section of the criteria screen.

-Selection

Perzonnel number
E mployment status
Perzonnel area
Personnel subarea
E mployee subgroup

Cost center

iy
71“%Tﬁ1
o] ofo]o]e|o]o

E mployes group/subgroup

Using these selection options allow many more waysto filter the information. For
example, using the Personnel number (the selection types also apply to the other field
listed as well), we may enter a single number, or arange of concurrent numbers using
both boxes, or we may enter multiple numbers that are non-concurrent. To enter these
types of numbers, click on the right facing arrowicon = ontheline. The
following Multiple Selection Screen shows. —
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- B pyltiple Selection for Personnel number E x|
@@ 3Single walz | @@ Ranges I @D Single vals | @D Ranges |
| 100 4 =
| 128 —
_ | 150
el fd
i 4
<l [»] |

@ Cnp_l,ll ¥ Check |@9|| @l Multiple zelection.. | ﬁl

In the example shown above, we have entered the Personnel 1D numbers, 100, 125, 150
telling the system that we only want to look at the records for these three employees, if

they exist. We click the copy icon on the lower left of the window (5 Copy

We are taken back to the main selection screen and the starting number, 10
the selection box to the right of the Personnel number text. Notice

green bar on it ﬂ indicating that there are entries behind this field.

IS put into
at theicon has a

Selection &

Personnel number 18R to

[1+

Employment status
Personnel area

Personnel subarea

71%ﬁ1

I_
I._
I_
Emplopes subgroup I_
Cost center I to
L]

Emplovee group/subgroup

|

|o|s| e]e| o] el

A segment of the finished report using the criteria that we set up is shown below. There
are only two employees in the system that met the specifications, the Personnel numbers,
100, 125 and 150.

Employee List

Ewaluation period: 01/01/1800 to 02/06/2001

CoCode |Pers. area | Cost cir| Text Perz.no. |PerslDMo. |Mame Mame at birth [Job title Entry Leaving
|128? 12a7 E42 CHILDDEY 'wHI COC| 000001 50| 263759355 | Chadwick | Kristin &lannah Education Technician [COC) 01401,/2001
7900 7900 000001 25| 395986745 | Medly , King 12/01/2000(12/31/2005
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NOTE: All the other fields in the report can be accessed using the methods,
standards and techniques listed above. If you have any questions as to what a field
is, click once inside the field and then press the F1 function key on your keyboard to
access the SAP help system.

- Report-specific selections

Lazt name

tame at birth

l
|
Firzt name I
(s} !_

(@ Both genders 1 Only male {1 Only fernale

M ationality

MNew employees in period

|€}|&|{9{9€}

i

rGender

- Ligt format

¥ Cost center text required

The fieldslisted in the Report-specific selections section may be accessed and filtered
using the same methods as above. Y ou may see afina report based on Names at birth,
Nationality, First Names, Only the females, the Cost Center text as part of the report, etc.
or any combination of these criteria.

There are also four additional icons on the screen that can help to further filter the
information that you wish to see.

Further selections | = Search helps I (= St | =] Org. structure

™~

The first of these pushbuttonsis labeled Further selections and the result of clicking this
button is shown below.
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-5 Choose Selection Fields =]
Selection optiohs Selection fields

i Action type 3 i Personnel number E

: Customer-defined statuz ] } : Emploprnent status —

: Special payment status }I : Perzonnel area

: Company code : Perzonnel subarea

: Organizational key 4 : Employes group

Busziness area Emploves subagroup

I
-
|

Legal person

Fayroll area

“Work contract

Fields on the

Controling area

final report

Cogt center

Organizational unit

= Poszition FI el dS =
[yt available | [5] ] =]
for the

final
report

&g
Vx|

If you need to narrow your report down even further by using more selection criteria and
to specify exactly which fields you wish to see on the final report, highlight afield name

selection in the |eft pane and then click the Right Arrow icon _’_| to transfer your
highlighted selection to the Right Side, the fields that are selected to appear on the final
report. This selection will now be avalid field for selection criteria. To move an item

from the right side, just highlight it and click the Left Arrow icon i' to moveit back to
the Selection options side of the window.

Further selections | (=] Search helps I (= Sort | g2 Org. structure

/'

The Search helps pushbutton may also be used for further selectionsaswell. The
following “Hit List” shows various selections that can be made to aid in the final look of
the report. For example, if you wish to see only the part-time employees listed on the
final report, you would highlight the “D” option and click the green arrow copy/enter
button. The Search helps pushbutton would indicate that “ Search help” D has been
chosen and the bar on the button would turn green, indicating a choice had been made.

| J) Search help D
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-5 ik List x|

==
-
NS

Short text

Existence matchcode {not applicable)

PDC error indicator

Personal ID number

Part-time employees (D)

Buyer

Construction indust - organizational assignment
Date of birth Eg

Sickness cert.data (A)

IC numbey

Last name - first name - birth name
Organizational assignment

Time Data Administrator

Schedules

Last name - First name

HR HMaster Record: Infotype 8382 {Additional Actions)
SO0FI-number (HL)

Employee’s application number

Personnel numbers with trip data by organiz. assignment
Personnel numbers with trip data

System user name

Person in charge of sales

Payroll correction run

Interface toolbox: ExXport program

PDC group

PDC time rec. ID card

N-CxE::—iMJJEQIZI_:LI—IIﬂ'HmEﬂUJi

o |[H| 38

Further selections I = Search helps I (= St I =] Org. structure

///’////////"

The third pushbutton labeled Sort opens up a very similar screen to the Further Selections
window. Availablefields are on the left with the final sort options on the right. This
option is available using the Right and Left Arrow buttons to move 9 | 4 | fields
back and forth. I
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- gt andard Selection Options

Selection Options

Perzonnel area

Perzonnel subarea

Employes group
Employes subgroup

Company code

Buziness area

Legal person

Controlling area

Cost center

Organizational key

Work contract

Payroll area

Organizational umnit

Pozition

%

i
-

Ny
|

-Sort type

Sort fieldz

Employes's name [zartable by LAST HAME F{~

' First occurrence
() Ewery ocourmence

@' Lazt occurence

The report in the example shown will be sorted by the Employee’ s name (sortable by the

LAST NAME first).

Further selections

==

Search helps

==

Sort | 5

/

The Org Structure button allows the user to limit your final report based on
Organizational units. Single click on the Org Unit to be reported on and a check will
appear in the box. Thefinal report will only return values for the selected Org Units.

HRV1 — February 2001
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™ Choose Organizaticnal unit

Mama

|

i@lﬁll Elﬁ]i Linieksted nhpects |WEEE ]

Fan Cods Vaidhom [ Vaidio
f= - ) Digarzaional dicie I
SR T el S EE T G e T T T
+ - O deskeorrile Region 0 10001483 L mAAEs0 Unimied
7+ -3 [ Seattls Fiegion 0O 10001430 Smatin 0141350 Uinfmied
[0 [ Headguaners D 10001431 HQ 01950 Unbmied
i -~ O MavalFacklies Ergresirg Co [0 10002128 REVFALC MANA950 Unimied
=+ - O dacksorwile Region VD 0 10003064 Jel FRea il 0ANA950  Unimied
e = O Happat vl O 10001485 bl it i) OATA9E0 Unlbmied
-] [ Jackeorei e 0O 10001498 dedl Ty MANAY0  Unbmiad
+ F- O Kingebapvn 0 10001457 Kingshap ' m/maF Unimiad
# -] [ Sesltla Fagion W3 0 10003065 Seat AngWVd  DAAFE] Unbmied

Once all your selections have been made, click the Execute icon E to see the final

report.

Here are two samples of the Employee List report using different filters and sort options.

Sample 1
List Edit Goto Settings System  Help
& W COSCHN anan A @

|B AT @ B Rosee |[TRAR|B| @pitmevon | %

Employee List

Key date: 02/0642001

I Perz.no. |PerzlDMNa. [Mame Marme at birth | Jab title Enrtry Leaving
00000261 5387274932 | Abbott | Larry Maintenance Worker 01./01./2001
00000447 857634058 | T est Abkrs 0.A01./2001
00000290 261615630 | Adams . David Kevin Accounting Technician 01012001
00000330 261615637 | Adams: . David Kevin Perzannel Clark, 012001
00000321 | 261615631 | Adams |, David Kevin Accounting Technician 01.,/01/2001
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Sample 2
List Edit Gobo  Setbings  Swstem  Help
G || fIH¢ceQDHE anaa RE|
‘ B | = 9 | [ % Choose [ Save | TF (& [ | (2] Print preview
Employee List
Key date: 020642001
Perz.no. | PersIDMa, |MHame Mare at birth | Jab title Entry Leaving
O00003217| 261615631 |Adams . David Kevin Accounting Technician| 01,/01./2001
00000B24 | 091 255555 ANDREW AMDERSOMN Soug Chef 01/25/2001 | 0343042001
DO000E21 | 090255555 George Anderzon Souz Chef 01./24,/200M
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|; Benefits Eligibility Report

HUMAN RESOURCES > INFO SYSTEM > REPORTS> PERSONNEL MGMT >
BENEFITS > PARTICIPATION > HRBENOO71 Eligible Employees

Transaction code HERBENOO0O71

™ SAP Easy Access SAP R/3 System

Merid Edit Favorites Exfras System  Help

l& || W eae DME A0
|IEE |z a2~ -
D Faworites
= 25 5AP standard menu
----- [ Office
EI ----- (27 Logistics

----- (2] Accounting
E‘E Human Resources
. @ PPMDT - Manager's Desklop
-2 Perzannel Management
-2 Time Management
=2 Payroll
- |27 Organizational Management
<=4 Infarmation System
L——_I'E Reports
EIE Personnel Management

If using the menu path, double click “HRBENOO71 — Eligible employees’ to go to the
next screen.
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Eligible Employees

® Eligible Employees
Progam Edit Goto System Help
& | IBe@ae CHR awan AH @
Gyl 3
Fuitel s=eclong I =] Seaach heips = Oig slchie
Koy dale
T Todw
™ Othes kepdsin
Farecsrel ruinkal I_I el I_ _ICSI
Additional 1electian
B bl aima I;
14 Progran groupdp Hﬂ_ * [ I ﬂ
Tl Pregran o e [l o L -
Bermbi gl [ | = A Mu|t|ple
selection
option

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Description R/O/IC User Action, Values, Comments
Name
Key Date | Datefor which R If report isfor the present day, leave “ Today”
report isto be checked, or if the report isfor adifferent day, then
generated select “Other keydate” and put in the desired date.

Personnel | Personnel number @) Enter the desired personnel number, range or leave

Number range blank for all personnel

Benefit Benefit Area R Enter NV or select using the drop down arrow

Area

1% Region @) Enter the desired 1% program grouping or select

Program using drop down arrow. When selecting mor e than

Grouping one program grouping or benefit plan, use
multiple selection option

2nd Classification 0 Enter the desired 2" program grouping or select

Program using the drop down arrow. When selecting more

Grouping than one program grouping or benefit plan, use
multiple selection option

Benefit Benefit plans @] Enter the identifier if known or select using the drop

Plan available down arrow. When selecting mor e than one
program grouping or benefit plan, use multiple
selection option

HRV1 — February 2001
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Select the Execute :

* Eligible Employees

2 jcon to generate report.

Eligible Employees

List Edit moh  Satings  System  Halb

L= jl%ﬁﬁ|9ﬂﬂ'ﬂ' SSaa AR B
AT AT B Gow Guwe DAR| B Gronses

= [Warda Malabis

7 Pwinghl . Lon Suren
A [iesd and

Eligible Employeas | click
Kmy dale 02me2001
Banefitarma Y Revy [MWH)
Henedi plan e " | Petirn | e |Erip [
ATTF. Flen 43 [Bree Gy 12/U1/2000 0T .20
H[Cat Snoooy OF The | 0EARA2001 |01 X00,/2001
B Faach, Test |11/ZZ 000/ 0 o1/2000
125 [Hwdp , Eing 1270 22000 01 A1, 22001
W warda Hanble 1A R [T A A0
367 [Wrghl, Lpon Suran | 0107122001 |01 015001
T el = 1A AV AC 730
=71 [Tead . Ak Bhead] 171 200 |07 A2
| 0 [Nt Tortm U P P T e
= | Dol Hj 1 1 222 000 T A 2
414102 . powten i 1A Z2001 (10140 7200
422 (B3, 5 |01 A2 |0 017200
| 425 |Ral Pl Tzl [T ELIB |01 A A001
A ke | A5 | Doanime Tesk | A AR |V A A
fimira Dokl 41 {Bece Grasky 120 22000 1 240042000
O ot Gropy OF The | WEAREAIDE |17 A0
| B3| Fach, Tad 11/29/2000/ 11 £75,20m
| 1E|Hedb _Firg T AT AT | 20

101112001 |07 ATN.C01
01-".'!1-':'[0! l.'lh'!:rl-‘a:l:u
LT R R ]

The report first appears sorted by benefit plan. To sort by employee, highlight the
column with employee names by clicking once at the top (seeillustration). Then select

the icon.

v

Y ou can now see all the plans each each employeeis eligible for next to the employee

name.
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Eligible Employees

*Eligible Employees

List BEdit Golo Seftings System  Helb

@] 1M COODHE sRan
9P AT RIBo Boee DAF @ @rinpmin

752 VIFGINIA PHITCHELL
152

Eligible Employeas

Ky e 0208020

Benefitarea MY My [WRH)
Eranadi pian ail Fars.ng| Hanu |Eriny |Dade |
[T Fan T Wrght LprnBusen | OATLA2A00 |00 /0 /200 |
timina Denlsl ;[T (B e R B ]
Apnaadedl o & 000220 0/ 200
Eade Lia 2 ADAD | =7 045122000 | T o 200
HAO Cigna Hedcal 67| | O, [ £/ /3 |
Lang Tem Dissbliy x7 00T 0 i |
Oboral L X7 ] AL AZ00 | /0 00

0] A0 200 | 4 2 |
00T A2000 | /00 / 2001
O 00 | 7 /1 /2001 |
|00.X0n 2200 |0 /0 J3ami |
1T AC 20 | 40 P |
1 A0 4200 | /0 2 |
| AT 4200 |0 /0
O 3000 |0 3 0
1. J=0000 | 0 30/ 20 |

Change the variants (column descriptions) by selecting the

following screen:

i

Define Display Variants

icon. You will seethe

= Define Display Variants ! |
Lot | 1
Lot i | il
Cohmrecorderd P | Lengh |= ol cratard Lgh [~
[—r—— 1 2 E Erait plar ] B
P-'mi rambar rd A | T IJ.l'l'h 1 -t 5
| JHose corbopnc wgption 2 |18 [ ¢z of bet 0|
| Ern ke " 1 L4 {1 Frogmin gouging )
| s = _H b i Py A
12 Proglis ol =
rd Froglisep ot A
.
=
Lirm v T & |5 0| 8
Lt vy 54
o o |G| B | 6 ;
or | ) H

The column on the left lists the description and position of the variants that are already
displayed in the report. The column on the right lists variants that are hidden. “Unhide”
them by selecting one or more variants, then click the arrow pointing left (as shown). For
example, to display date of birth, select it by clicking onit. Clicking the left pointing
arrow moves the selected variant from the column on the right to the column on the left.

HRV1 — February 2001
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Select the ¥ 5%* jcon to save the changes and view the report with the now “unhidden”

variant or variants

™ Define Display Variants

L=l

o oo 0] K 20 ¢

Meee =
b
&80

The sample report shows that the “ birth date”

Eligible Employees

for each employeeis now visible.

™ Eligible Employees

Llst Edit Goto Seftincs System  Help

@l =lm %aa BHE nean FE
§]‘tl & R fcwe e O EE| D @romee

|Eniap Cala Bith data

Eligible Employees
Ky date 29200
Beenefit mrpa B Heesy [WWE)
Berakl plan et F'ln'.ranm
%7 3 Wit L St
wmabeded |
Baiic Lie /201D =7|
HA Ciras Nndicad =7
ﬁmﬂ i
Lils Eal
AP 56| winda Maatia
Astna Cantal ET
Apir Hadog A
Haikc Lie /A0ID 5K
HA Cigra Nadza E
Larg Tem 1
g T2 F; BIHLE 7WIT CHELL
Asina Hucicd ; E
Hedod T2
Larg Tam TED
T -
o SO AR TEET

| 1 ATT20001 01001,/ 1) [ 5
107 A0 /2000 [, 201 2001 023 254
T A 0 [T AT A2 3

£ A0 | AT 12 ) DPERN 5

10172000 074012001 D2
T AT 00 T A 08 e o

LR B IJ|-'U1.'?'I|1 [0

AT {1 40150 1] (= S

[ A0t /280 {1 01,7200 1] [ELARE A 564

O R AR R R
1 7200 | 1A 172001 | D5

01 0712000 |10, 2001 LR
U AR ¢ [T | TR 5
1O 0 A [ AT #2001 TR
101 S0 |10 [ TS

| W3 R0 | [P/ S

| A [T | (A e

1014302000 | 0173 0v200 1| 07141563

111 /20073000 |17 07001, [0 D456

[ S S A
1 Pt i A e |

Select the @ icon to exit the report or

&
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|; Employee Benefits Participation

HUMAN RESOURCES>INFORMATION SYSTEM > REPORTS>
PERSONNEL MANAGEMENT > BENEFITS> PARTICIPATION > HRBENOO72

—PARTICIPATION

Transaction code HRBENQ0OQ72

This section describes the procedure required to generate a report showing employees
participating in select or all Benefit plans.

* SAP Easy Access SAP R/3 System

Mem Edit Favorites Extras System  Help
& |l SWecee| 2 nm
BE &S B 2| v a

¢ [ Favorites
-3 SAP standard menu
- (L] Office
- (23 Logistics
- [ Accounting
=3 Human Resources
....... @ FPPMDT - Manager's Desktop
(23 Personnel Management
(23 Time Management
EI[:| Payrall
(2] Organizational Management
EIE Infarmation System
B £ Reports
B3 Personnel Management

E| ----- 3 Bensfitz

EE Farticipation
P e @ HRBEMOOYT - Eligible emplopess
----- 9 HRBENOO72 bF_'-£|rti-::i|:--s|l.i-:-r|
- Fg) HRBENOO7? -}

hanges in benefits election

If using the menu path, double click “HRBENOQ72 — Participation” to go to the next
screen.
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Participation

" Participation
Frogram  Bdit Gato Spstem Help
@l -8 06 2HE swas @R @
| B =
Fusthw slacion |l = Juiwch halps | =] g, drichim
Framed
® Todes 1 Cgreak recadh T Cumed s
' Upin ladep = Famindap
{7 Cithisy pericd To
5 aarsien
Pancrmuinushs = 5
Aildilissal seecton Multiple
Earafi arma 'ﬁ selection
1ot Prgians g =1 i B option
o Progssn groucg | c2enr [ =
Beert pin [Bik & n 5

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

NF'eId Description R/O/C User Action, Values, Comments
ame
Period Period for which R Choose the desired period or enter a beginning and
report isto be end date if you select the other period.
generated
Personnel | Personnel number @) Enter the desired personnel number, range or leave
Number range you want to blank for all personnel.
report on
Benefit Benefit Areato be R Enter NV or select using the drop down arrow.
Area reported on
1% 1% Program O Enter the desired 1% program grouping or select using
Program Grouping to be the drop down arrow When selecting mor e than one
Grouping | reported on program grouping or benefit plan, use multiple
selection option
2nd 2" Program O | Enter the desired 2™ program grouping or select
Program Grouping to be using the drop down arrow When selecting more
Grouping | reported on than one program grouping or benefit plan, use
multiple selection option
Benefit Character O Enter the identifier, or use the drop down arrow
Plan Identifier for the When selecting mor e than one program grouping
Benefit Plan or benefit plan, use multiple selection option
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liconto generate report.

Participation
List EBdit Goto Settings Systern Help
@l SHgeeDHE anan AR @
“ &= B | o | [ [ Choose &Save? = [ | | (2] Print preview

Participation
Key date 0z2/m9;2001
Benefit area MY MNawy (MWER)
Benefit plan text /| Pers.no. [Mame Entry Part.date | Start End
|4D‘IKF'Ian 422 Brit, Sil 01/01/2001 | 01/01/2001 | 0140142001 | 124319933
415 (hi , there 01,/01 /2001 | 01/00 /2007 | 01,401 /2001 | 12/31 /9933
125 Medly . King 12/01,/2000| 0101 /2007 | 01401 /2001 | 12/31/9933
366 |\ anda Marable 02/01/2001 | 01/01/2001|01./01/2001 | 12/31/9933
367 [Wiright , Lynn Suzan 01./01/2001 | 0100 /2001 | 01./01 /2001 | 12/31 /9933
Aetna Dental 465 | ALWa JONES 01/01/2001|01/19/2001 |01 /19/2001 | 1243143333
754 | ASSISTANT DOG 0143042001 | 01/30/2001 | 0143042001 | 07 /05/2010
THE | BRIAMNMNA CARCAMO 01/31,/2001 | 01/31/2001 | 01./31 /2001 | 12/31/9933
422 Brit, Sil 01./01/2001 | 01/01/2001 | 01./01/2001 | 124319933
395 Dolly , My Jang 12/31/2000|12/28/2000|12/28/2000|12/31/9933
450 Durnmy Test 01,/01 /2001 | 01/24/2001 | 01424/ 2001 | 12/31/9933
755 | FELISA VIVD 01/31/2001 | 01/31/2001|01/31/2001 | 124319933
781 |HILDEGARDE CamMPEAL |01/30/2000 |01/ /2001 (01/31./2001 {12431 /43999
749|MICHELLE LOVE 01,/30/2001 | 01/30/2007 | 0143042001 | 12/31 /9933
464 |PIG PIGGEY 02/04/2001 | 02/04/2001 | 02/04/2001 | 1243149933
421 |Queen , Bee 01,/415/2001 | 01/00 /2001 | 01./01 /2001 | 12/31/9933
371 [test | alksdilaksd) 01/071/2001 | 071/001/2007 | 0140142001 | 1243143333
370 test | ami 01/01/2001 | 01/01 /2001 | 0140142001 | 1243149933
393[Test , Person 02/01/2001 | 0201 /2007 | 02/01/2001 | 12/31/9933
414 {test , portes pt 01./01/2001 | 011542001 |01/15/2001 | 12/31/9933

The report is generated on the screen and can be printed. If finished, select the @ icon
to exit the report.
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|; Changes in Benefits Elections

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS>
PERSONNEL MANAGEMENT > BENEFITS> PARTICIPATION > HRBENOO77

— CHANGESIN BENEFITSELECTIONS

Transaction code HRBENOQOQ77

This document describes the procedure required to generate a report showing which
employees have had changes made to their Benefit plans.

* SAP Easy Access SAP RJ/3 System

Meru  Edit Faworites Exfres Spstern Help

e |1 T Wcae2mB D
ez a6 |- -

I__Il':miu::
= - '3 S&F standand menu

- L) O

= - 7] Logietios

i __' Accilieg
=t -i_4 Humsn Rescuicss
| I PPMOT - Maneoer's Dezkiop
-] Parsoeral Maraganan:
T I Time Wansgemsnt
(2] Pagall
+ ] Diganesiona Wanagsmerl
= -i=3 Irlomatioe Systen
=-~43 Repot:
=13 Peisorrel Mansgement
Rl - (2] mdminihalan
¥~ (] Aecruimani
B - 7 Persorwed Developmest
=--i23 Bl
. 2 4 Palicipslon
| 2 HRBEHOOT! - Eigihle employees
T HABEHOTZ - Parlcipalion
= in benefits sl

If using the menu path, double click “HRBENOO77 — Changesin Benefits Elections’ to

go to the next screen.
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Changes in Benefits Elections

® Changes in Benefits Elections
Program Edit Golo  System Help
e  Snece|lDdp iewaa DA
Bl @B
Fuathezt szbs chiones | = Seanch b | o Dig. shachbae
® Todayg i Curedt marih ' Comaed paa
' Up o lodey " From bodese
[T Dibser pesind :l 4 To
Geleclion
Persoiie | nnibei A b A ﬂ
fudditionsl dals
Fimides (TTITITY L] s
Fuan L] =]

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field — :
Name Description R/O/C User Action, Values, Comments
Period Period for which report isto R Choose the desired period or enter a
be generated beginning and end date if you select
the other period.
Personnel | Personnel number range you @) Enter the desired personnel number,
Number want to report on range or leave blank for all personnel
Provider Benefit Provider @) Enter Provider name or select using
drop down arrow. This drop down will
contain all providersthat have records
for accounts payable. Scroll down to
find provider.
Plan Benefit plan you want to O Enter the desired plan code or select
report on. using drop down arrow

Select 2 jcon to generate report.
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Changes in Benefits Elections

™ Changes in Benefits Elections

List Edit Goto Systemn  Help

& || W DHE D00 EE @
a 3

Changes in benefit elections

Key date 82/789/20881

Participation terminated

Provider: 608808001 Aetna US Healthcare
Plan ! AETD Aetna Dental
Hame Pers.no. From To Changed By
Reason Details
TESTEROHI THOMAS 008688765 B2/7/08/701 82789781 82788781 HQ_P657F2

Total changes 1

Changes in benefit elections

Key date @2/89/2801

Provider: 606880001 Aetna US Healthcare

Plan = AETH Aetna Medical

Hame Pers.no. From To Changed By
Reason Details

The report is generated on screen and can be printed. Only part of the report isvisible in
the above illustration. On your screen, scroll down to view. If there have been no
changes in benefits for the criteria specified on the initial screen, SAP will inform you

that there is “No data available for your entries.”

Select the @ icon to exit this report.
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|; Employee Changes in Eligibility

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS >
PERSONNEL MANAGEMENT >BENEFITS> PARTICIPATION >HRBENOO79
—Changesin dligibility

Transaction code HRBENOO79

This document describes the procedure required to generate a report showing which
employees have had changes in their Benefits eligibility.

™ SAP Easy Access SAP R/3 System

Menu  Edit Favorites Exfras  Swvstem Help

& | fmeae | DHE an
Ip® |z s |~
o [ Favarites
=15 SAP standard menu
----- (13 Office

""" (2 Logistics

" - [ Accounting

-3 Human Resources

@ PPMOT - Manager's Desktop
E ----- (21 Personnel Management

----- (2 Time Management

E| -3 Feports
El£3 Personnel Management

(2 Personnel Development
B3 Benefits
E| ----- =3 Participation
. ~f2 HRBENOO?1 - Eligible employees

@ HRBEMOOYZ - Participation

@ HREBEMOOYY - Changes in benefits elactions
¥ HREEMOO7S - Changes in eligibility
- HRBENOOS % hanges in general benefits information

If using the menu path, double click “HRBENOO79 — Changesin eligibility” to go to the
next screen.
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= Changes in Eligibility
Program Edit Goto System Help

Changesin €ligibility

& e |oHE anaaEE@
|gle
Further selections | 52 Search helps | 52 Org. structure
Period
@® Today () Current manth ) Current year
O Up to today O From today
O Other period i il Ta I K
b Multiple
'l selection
Selection { option
Personnel number I A to I A & |
Additional selection
Benefit plan I to I o |

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

NF'eId Description R/O/C User Action, Values, Comments
ame
Period Period for which report isto be R Choose the desired period or enter a
generated beginning and end date if you select
the other period.
Personnel Personnel number range you @) Enter the desired personnel number,
Number want to report on range or leave blank for all personnel
Plan Character Identifier for the O Enter the identifier if known or using
Benefit Plan the drop down arrow When selecting
mor e than one program grouping or
benefit plan, use multiple selection
option

SelectE .

4 jcon to generate report.
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Changesin eligibility

™ Changes in Eligibility
List Edit Goto Settings Svstem Help

& || ﬂﬂ|¢@&|aﬁfﬂ|‘ﬁiil|@
§$|é?|® &Choose &Savelﬁ“ﬁl F'lintpreview

Changes in Eligibility

Key date p2/n49/z001
Benefit area

Benefit plan texst! | Perz.no. [MName Chanhged on | Text

| 147 [Hirmmelein . Daniel Jeremish | 02/09/2001 [Emplopee is permitted from the 01./01 /2002 [after the evaluation date]
162 |Royer , Rebecca Deidre 02/09/20010 | Employee iz permitted from the 01201 /2002 [after the evaluation date]
186 | MAYWILLE . RHONDA & [02/03/2001 | Emplopee is permitted from the 01.,/001 /2002 [after the evaluation date]
276 |Espe . Marlene ¥ 02/09/2001 | Emplovee iz permitted from the 0101 /2004 [after the evaluation date)
265 |Hourly Kingzbay , HL-3 02/09/2001 | Emplovee not eligible because to old

285 |Hourly Kingzbay , HL-3 0.2/09/2001 | Emplopes not eligible because to old

265 Hourly Kingzhay , ML-3 02/09/2001 | Employee not eligible because to old

285 (Hourly Kingzhay . ML-3 02/058/2001 | Employee not eligible because to old

285 Hourly Kingzbay . ML-3 02/03/2001 | Employee not eligible because to old

285 |Hourly Kingsbay . HL-3 02/09/2001 | Employee not eligible because to old

290 | Adams . David Kevin 02/09/2001 | Emploves iz permitted from the 0101 /2002 (after the evaluation date)
415 hi , there 0.2/09/2001 | Mo entry existing for program groupings HOARETR / plan 401F

415 | hi , there 02/09/20010 | Ma entry exizting for program groupings HO/RETR / plan CSRO

459 |test Ben 02/09/20010 | Employes 00000459 iz nat enrolled in all corsquizsite plans for AETD

The report is generated on the screen and can be printed. If finished, select the @ icon
to exit the report.
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|; Employee Changes in General Benefits Information

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS >
PERSONNEL MANAGEMENT >BENEFITS> PARTICIPATION > HRBENOO083
— Changesin general benefitsinformation

Transaction code HRBENOO0S3

This document describes the procedure required to generate a report showing which
employees have had General Benefits information changed.

™ SAP Easy Access SAP R/3 System

Mem  Edit  Favorites

Exiras

Swstem Help

|& ||

- e DM 0N

EE| S BB |

w7 Favorites

.....
E! .....
----- 3 Accounting

B3 Human Fesources

|27 Personnel Management
(23 Time Management

(23 Payroll

=3 Information System
El£3 Reports

.....
B
.....
= £3 Benefitz

(23 Admiristration
(23 Recruitment

@ PPMDOT - Manager's Dezktop

(21 Organizational Management
EIE Personnel Management

(23 Personnel Development

Eﬁ Farticipation
. I HRBEMOOT! - Eligible employees

@ HREEMOO7Z - Participation

@ HREEMOO?T - Changes in benefits elections
EB] HREEMOO7I - Changes in eligibility

& v HREENO033

._I:i}'u-aﬂge:s: it general benefits infarmation

If using the menu path, double click “HRBENO0083 — Changesin personal benefits
information” to go to the next screen.
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Changesin Default Values for General Benefits | nfor mation

= Changes in Default Values for General Benefi
FProgram Edit Goto System Help

@ | B ceoe DR anan R @
gfo
Further selections | (=] Search helps | o2 Org. shucture
Period
@ Today ) Current month O Current year
) Up to today ) From today
) Other pericd I To I
Selection
Personnel number i A ta l A o |
Additional gelection
Benefit area [rﬁ ﬂ
1zt Program grouping I to I o
2nd Program grouping I to I =
Reason for deviation from default values
Manual orveride @
Change in default values O

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

User Action, Values,

Field Name Description R/OI/C Comments
Period Period for which report R Choose the desired period or
isto be generated abeginning and end date if
you select the other period.
Personnel Number | Personnel number O Enter the desired personnel
range you want to number, range or leave blank
report on for all personnel
Benefit Area Benefit Areato be R Enter NV or select using
reported on drop down arrow
1% Program 1% Program Grouping O Enter the desired 1% program
Grouping to be reported on grouping or select using drop
down arrow
2" Program 2" Program Grouping 0 Enter the desired 2" program

Grouping

to be reported on

grouping or select using drop
down arrow

HRV1 — February 2001
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Reason for Thisisthe reason for R Select Manual Override or
Deviation from the change/sin Changesin Default Values.
Default values Employee default
values
Select &4 to generate the report:

Changes in Default Values for General Benefits Information

™ Changes in Default Values for General Benefits Infi

List Edit Goto Settings

Systemn  Help

Ul

imCcae DHRE avaa  FE | @

& B | =2 |E [ Choose [T Save | TF [2 | & | @2 Print preview

Gen. benefits info: Manual override of default values

Key date nzhei2nm
Benefitarea N Nawvy (MWE)
# Pers.no.|Mame /|15t SG| 256G [Barn|1stSG|25G |Start End
[ 48| Cat , Snoopy OF The HQ FLILL MOME |11./01/2000 124319393
125 Medly . King HQ FLILL PRFT |12/01/2000)12/30/2003
126|May , June SE FLILL PRFT |[12/01/2000]12/31/2001
184 | COWART , CHRISTIE & |JA FULL PRFT |01./01/2001 |12/31./9393
185|KIRKER . BRENDA Ji& PART PRPT |01/01/2001 |12431/9333
188 TOWER . SEPTEMBER |JA FLILL PRET |01./01/2001 |12/31./9399
189|FONTAINE , MARIA S [JA PART PRPT [01/01/2001 |12/31,/9333
192| LOFFREDA. | TANYA Ja FLILL PRFT |01./01/2001 |12/431./9399
201 | COATS , SUSAN C Ja PART PRPT |01/01/2001 |12/31./9399
208 Aller, Wilma Mae Ja PART PRPT |01./01/2001 |12/431./9393
210{Almaro , Mary Lee Ja FLILL PRFT |01./01/2001 |12/31./9359
238 Benzon . Melisza Michele |JA PART PRPT |01/01/2001 |12/431/9333
252 | Griffith . Tara Rae Ja FLLL PRET |01./01/2001 |12/31./9393
260 Resves . Rosemary SE FLLL PRFT |01/401/2001 |12/31/3333
261 | Abbott , Lamy SE PART PRPT |01./01/2001 |12/31./9399
266 | Alan Aplin SE FULL Ja& 01/01/2001 | 1243143333
285 | Hourly Kingshbay . NL-3 A FLILL WBEM |[071./01/2007 |12/31./9393
300/ Farrales , Rosemarie Rita |SE FLILL PRFT |01/01/2001 |12/31./9399
3071 | Lusby . Caral Janine SE FLILL PRET |01./01./2001 | 03/01,/2001
415/ hi , there HQ RETR FPRFT |01/11/2001 |12/31./9353

The report is generated on the screen and can be printed. If finished, select the @ icon
to exit the report.
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Human Resources

|; Employee Health Plan Cost

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS>
PERSONNEL MANAGEMENT >BENEFITS> COST AND CONTRIBUTIONS >

HRBENO0O73 — Health plan costs

Transaction code HRBENO0073

This document describes the procedure required to generate a report showing the cost of
select health plans or al health plans.

= SAP Easy Access SAP R/3 System

Menu  Edit Favorites EBxiras Swstem  Help

& Imlcea/cmmp|
IBE|zaa s |~
¢ [0 Favarites
E-E5 AP standard menu
- 27 Office
- (7] Logistics

- ([0 Accounting

El--E3 Human Resources

@ PPMDT - Manager's Desklop
EI """ [Z1 Persornel Management

""" [ Time Management

""" 2 Payroll

----- [Z1 Organizational Management

Ela Reports

B3 Persornel Management
- (23] Administration

-+ ] Recruitment

- (1 Personnel Developrent
-3 Benefits

@ HREEND074 “¥nsurance plan costs

If using the menu path, double click “HRBENO073 — Health plan costs’ to go to the
next screen.
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Health Plan Costs

* Health Plan Costs
Program  Edit Soto Sustern Help
|| Sl0coaONE unan A0 D
| e 2
Further seleclons I o Search helps | =} Uiy slischne
- By dabi
¥ Todsy
' Othei heydate ]
Pereoine mambei | A I A _l-‘.}i
-Additinmal selocd
Beree it men W *
15t Frogiam goupng | o =)
2nd Piogrem g1ouping | 1o o
Berwtl plan | 1o =)

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Description R/O/C | User Action, Values, Comments
Name
Key date | Datefor which reportisto R Present date is checked, if you need
be generated to run report for adifferent date,
select “ Other keydate” and put in the
desired date.
Personnel | Personnel number or range O Enter the desired personnel number,
Number | you want to report on range or leave blank.
Benefit Benefit Areato be reported R Enter NV or select using drop down
Area on arrow
1% 1% Program Groupingtobe | O | Enter the desired 1% program
Program | reported on grouping or select using drop down
Grouping arrow
on 2" Program Grouping to O | Enter the desired 2™ program
Program | bereported on grouping or select using drop down
Grouping arrow
Benefit Benefit plans for which @] Enter the Benefit plan code or select
Plan report isto be generated using drop down arrow, OR leave
blank for all health plans
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Select # to generate the report:

Health Plan Costs

*Health Plan Costs =

!_ist Edit oo  Setimgs Swstem Help
&I “imegecnE vnan AE @
AT AT | Boe: Bser B TREF| G Hoc | @nitpeiw

Health Plan Costs

Ky data DEAEENm

Benatfit aran HY Mewy (R

Pencd lesl | Benefit plan leask : | P‘ﬂannlhlm'c |I:Iph'mlbt Dep coverage lest | EE

Thely | Aainallenld TAE Dda Dz Ervna et Aitria Danca Erpicpmn Cedy
162 |Fioper , Fisbecca Deidie (Fisna Dentsl Famip .
74 | COWART , CHRISTIE A et Dnenal Errplege Oy
166 KIREEF . BRENDS Aea Dierel Errploye Oy
166 | METUILLE , RHOMDA & Ao Derical Faridy
168 | TMH'ER . SEFTERBER #eins Dankal Ermplcgmn Dok
168 | FONTAINE _ HARIS J |Eema Dl Empleyer iy
150 KNIGHT . FATSTA [Faina Dkl |Enpicyss O
160 {MI40N . JEMMIFER (e Dental Emplopm Oy
150 | LOFFREDA . TARTA [FianaDanil Fandy
138 | PETTIGREY . KAYITAL Aemia Dental Ermplcgee Oy
20 [COATE  SUSAH \eietna Dankal Erplopan Chedy
2 |DOTAL  ENLINDG.A |Figrva Derkal Emplaez Oy
204 [EwHS , ROBERT L Aeima ezl Enployer Criy
28 [ ddan . WWiima Hse e Dentsl Empleyes Oriy
2_‘1I] ﬂ\.l_'i:ﬂn,MHI_,lLﬂ _Am[l:rbd_ Errph.u_:l_:t_"l_,l
212 |Lemiz  Aobet Kyl #eins Dankal Ernplcgmn ol
219 Lty | Sheda Meanie e Dental Emplopee Cinly
723 | Banion . Stephan Conaid G L Erpacsad Cr
S it e ety i R

The report is generated on the screen and can be printed. Use the scroll bars to the right
and bottom of the screen to view the entire report not visible here.

If finished, select the @ icon to exit the report.
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|; Employee Insurance Plan Cost

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS >
PERSONNEL MANAGEMENT > BENEFITS> COST AND CONTRIBUTIONS >
HRBENOO074 — Insurance Plan Costs

Transaction code HRBENO0O74

This document describes the procedure required to generate a report showing the cost of
select insurance plans or all insurance plans.

™ SAP Easy Access SAP Rf3 System

Memy  Edit Favorites Exfras Swstemm Help
& Cmlcee oMM g
B & @ s |~

e [ 2] Favorites
=23 54P standard menu

-~ [ Logistics

- (L] Accounting

El--43 Human Resources

Ea FPMOT - Manager's Desktop
g (2 Personnel Management

----- (23 Time Management

""" (2] Payrall

[~ (1] Organizational Management
Ea Information System

EIE Reports

EIE Perzannel Management

[ e W ru

{23 Costs and conbibutions

¢ I HRBENOO?3 - Health plan costs
o HREEN |:||:I?4i |_r'|:E:I_lr-E|r'|l::E plan costs;
@ HREBEMNOO7S - avings plan contributions

If using the menu path, double click “HRBENO074 — I nsurance plan costs’ to go to the
next screen.
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Insurance Plan Costs

* Insurance Plan Costs
Program  Edit Goto  System Help
& | ZIB CQO MR ahaa AR @
|gle =
.
Futisy aslsclong | 4] Sesch hebe | = Org sy e
Eap dale
® Todw
7 Othen beydate
Selection
Persorre| number A ] 21 ‘_'::’I
-Audiditingal £a el
Berall s1aa lﬁ L
1ot Progian gopag ey 5
2nd Pingream gmuping I B
Barll plan i B

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Description R/O/ User Action, Values, Comments
Name C
Key date | Datefor which reportisto R Present date is checked, if you need to run
be generated report for a different date, select “ Other
keydate” and put in the desired date.
Personnel | Personnel number or range O | Enter the desired personnel number, range
Number | you want to report on or leave blank for all personnel
Benefit Benefit Areato be reported R Enter NV or select using drop down arrow
Area on
1% 1% Program Grouping to be O | Enter the desired 1% program grouping or
Program | reported on select using drop down arrow
Grouping
2nd 2" Program Grouping to O | Enter the desired 2™ program grouping or
Program | bereported on select using drop down arrow
Grouping
Benefit Benefit plans for which O | Enter the Benefit plan code or select using
Plan report is to be generated drop down arrow, OR leave blank for all
health plans
Select # to generate the report:
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*Insurance Plan Costs

List Bdit Gof o Sefings Svetern Heb
- B f I | n:agjalguﬂ uwan A0 @
T AT B oo B B TRE @ E0C QR peiw

Insurance Plan Costs

Insurance Plan Costs

Eing date mzrEznm
Benefit mrea R Ry ASF]
Paindtesl’ | Berwid plan st | Para.ne [Hans | Do {inruiance opbion e EE coalz| ER ciedil| Prowader cosz| |
Hanc L £ ADED 15| el Loz . Emma Colere {BLF1 |Bysc Life / ALIED L] [ICH] o |
184 |C0WAAT , CHAIETIE & BLF1 |Basc Lfe JADED (] 0m om
186 |METVILLE .FHONDAA  |BLF1 |Basdc Lre JADED 1160 (i3] om |
F|Logor TraWsan __[HCFT [aso (e JA0E0 T L] |
205 Houk Fingehay _HL3 BLF1_|Basc Lfa 2 ADED 50| 0w 0m
385 | Wardaadbia BLF1 |Baac Lfa JADED 1200 (T3] om
"B [beai Ben [BLFT |Hasic e 4 ADVELT 0 T 0 |
463 Tt Ftremen: BLFY [Basc L 4ADD EEE T T o [
471|CHELSEA TEAL [BLFY[Berme Lo A AD'ED x| om nm |
TAT|LOTS FUH BLF1 |Basc e /ADD 480 (T3] om
~Fea{ICHELLE LOWE [HLFY |Hauc Cbe J ADELT a0 | aw 00 |
TH0|ESTHER HERRKG (BLF1 |Base Lifs JADED 70 nod 0.
TH1|HILDERAFDE COMPEAL  BLF1 |Badc Lfa JADLD 1.0 (T3] 0m
R WAL RITCHEL [BLFY [Hasuc Lfe # ADED Bl | i |
TEA|ACEETANT DG [BLF1 | Basic. La J ADED Tl T |
| 75| ERIAHHA CARCANT [ 6LF1 |Baac Lis /ADED g2 | 0w o0y |
: TE4|TE 5T EEHEFIT BLF1 |Baac Lia JADED 380 (T3] oo
Dow Lim/ADED =5 ) ; = P00 - Wb - (1)
Lang Teim Dicsdiy 1085 | Dimls Couar . Errmes Colspd LT01 [Long Tem Db 1214 | [IIII! 0.0

The report is generated on the screen and can be printed. If finished, select the @ icon

to exit the report.
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|; Employee Savings/Retirement Plan Cost

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS >
PERSONNEL MANAGEMENT >BENEFITS> COST AND CONTRIBUTIONS >
HRBENOO75 - Savings plan contributions

Transaction code HRBENOO75

This document describes the procedure required to generate a report showing the cost of
select Savings/Retirement plans or all Savings/Retirement plans.

™ SAP Easy Access SAP R/3 System

Men Edit Favorites Exftras System Help

[E=al) DIm|coe MR a0
= s am 2|~

-~ 27 Logistics
- [0 Accounting
=123 Human Resources
"""" @ PPMDOT - Manager's Desktop
""" |20 Personnel Management
----- [Z11 Time Management
""" (23 Payrol
IH ----- [_ Organizational Management
B 23 Information Spstem
B3 Reports

e I ey I

EI (23 Participation

EI -5 Costs and contributions

.1 0 HRBENOOTE - Health plan costs
@ HREENOOY4 - Inzurance plan costs

\‘ﬂ' HREENOOTS - Savings plan contributions
T T

If using the menu path, double click “HRBENOQ75 — Savings plan contributions’ to go
to the next screen.
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Savings Plan Contributions

= cavings Plan Contributions
Frogram  Edit Gote System Help
& | I3 ©G@ICHEK anaa MA @
o
i Fuather selechiore ! o Seaich helps | o iy, Sncue
Kep daie
& Todsy
11 Db hepclein |
Sefection
Petsmimel number Ii_ i '7_ :;l
Arkditmn al selechion
Bansli dpa v |
15k Piagra n oyou pireg I a =]
A Frageam gioupng I I o
Bensiic phen | | =

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Name Description R/O/C User Action, Values, Comments
Key date Date for which report isto R Present date is checked, if you need to run
be generated report for a different date, select “ Other
keydate” and put in the desired date.
Personnel Personnel number or O Enter the desired personnel number, range
Number range you want to report or leave blank for all personnel
on
Benefit Area | Benefit Areato be R Enter NV or select using drop down arrow
reported on
1% Program | 1% Program Grouping to O | Enter the desired 1% program grouping or
Grouping be reported on select using drop down arrow
2" Program 2" Program Grouping to @) Enter the desired 2™ program grouping or
Grouping be reported on select using drop down arrow
Benefit Plan | Benefit plans for which O Enter the Benefit plan code or select using
report is to be generated drop down arrow, OR leave blank for all
health plans
Select # to generate the report:
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Savings Plan Contributions

®Savings Plan Contributions NEE
List Edit Goto Seffngs  System  Help ’
|& | el n%algmm anananl 9
|2F A% B B @ B% TAE @ Qoo @
Savings Plan Contributions
Key date 02/ 2200
Benelit area M Hawy (isE)
Preriod tawt [Bianatt plan faat | Para oo | Wama EE pradas| EE poabiaa| EE told cokr | ER 1dal conli | Bun, |
Biramsrdy | 401F. Flan 125|Mady  Fimg .00 000 | 0.0 TR
145 | Daka Doz . Emina Celasha [ 0o | B2 TR
108 | MAALLE , AHONDS & 1270 0.0 1271 (T RIS,
T8 | Lagen, Tina Haie 13013 o 13913 fan |Ush
284 | Houly Kngsbay, HL-3 0.6 Q| ] Qoo |UsH]
6 | anda Mase = oo 3 0o [USD |
A b . thena BA.E3 000 Bl B 000 {USh;
467 [ Test Aatrament 0.m [T il [ HITER
401K Flan 0 B27. 71 0.00 B27T1 000 050
|Civd Service Retiement S 471 [Qusem . Bee [ [Eo| 0o | om | 0on [USE |
|Cini Serze Rt S L 5 L0 0.00 000 nan Lsn
Cii G Flet - Ottzat 200 [ Wiz, Eva Arne | LI oo 0 | 0 [Ush |
HE[H thers [ 000 | oo | [HIE
Civd 5w Al - Dil=k x| 0.00 0.00 1] 000 UsD
'Fistianant | 147 [Hmwwedan . Danal Jerenah | (11} 00y ] m (1R
162 |Ropar , Rabesca Dada 0.00 000 100 Qo | st
THE [HATWALLE  AHONLA & I (71} ] (R,
276 |Evpe Matkne W 0.0 (1] 0.0 oo | USE | —
290 | Adermes . Dard Finvin 0.6 oo | 0m oo [UsD
: Fist | L [LN11] 0.an JLENI] o0 Lsny
Rirnkin RFT 71 nnn R?7 71 nnn IS0

The report is generated on the screen and can be printed. If finished, select the @ icon
to exit the report.
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|; Employee Demographics

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS>
PERSONNEL MANAGEMENT >BENEFITS> STATISTICS>HRBENO0O81 -
Employee demographics

Transaction code HRBENO0081

This document describes the procedure required to generate a report showing the
Employee Demographicsin regard to Benefit plans.

™ SAP Easy Access SAP R/3 System

Menu Edit Favorites Bxras  System  Help
ae ZmceeonRk
L AR-TE= R

=3 Human Fesources
i @ PPMOT - Manager's Desktop
- [_] Personnel Management

-2 Time Management

-2 Payrall

- (23 Organizational Management

~=3 Information System
-3 Reports
=---£3 Perzonnel Management

If using the menu path, double click “HRBENO081 — Employee demogr aphics’ to go to
the next screen.
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Employee Demographics

*® Employee Demographics
Program Edit Goto System  Help
G || ZOiecQ@ DR anaa FE @
Bl
Further selections | =] Search helps | =] Org. structure

Period

@ Today ) Cument month 1 Current year

) Upto boday ) From boday

(1 Other period I To I
Selection

Perzonnel number I A to I A 5 I
Additional data

Evaluation date |B2I1 2728

Age groups I 1 o I 19 &I

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Description R/OI/C User Action, Values, Comments
Name
Period Period for which report is R Choose the desired period or enter a
to be generated beginning and end date if you select the
other period.
Personnel | Personnel number range O Enter the desired personnel number,
Number you want to report on range or leave blank.
Evaluation | Date of Evauation O This allows for selection of specific date
Date if arange had earlier been selected.
Age Age group to be reported O Enter the identifier if known or using the
Groups on drop down arrow When selecting more
than one program grouping or benefit
plan, use multiple selection option
Select 2 1o generate the report:
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Employee Demographics

* Employee Demographics
Liet Edit Golo Swsbem  Help
|& | ;IEIE%J@ DHB D000 AR @
|
Denographic Employes Data: Dwerwiew 1
Evaluation date 6271272081
PFRFT AFF Fortee FT
Demographic Enployes Data: Overview ?
Ewaluation date #2/1272801
Age Fange Enplayees Smnkers Hon-snokers
il ) Tetal ] 5.71 % a p.ow % B 1bu.ea %
Femal e 2 2500 % a a_om % 2 2C_ 08 3
Hale 6 ¥5.8R % A B.on % i 75.8m %
28 - 24 Taetal L] P31 A B.bB % & 188.80 %
Female 3 Fs.ER % ] B.ow % 3 75.e0 %
Male 1 2500 % @ B0 % 1 .08 3
25 - 20 Tatal T L1 4 1] oonm % 7 AnD.ea %
Female LI & T I A A.b8 % E M. %
Male 2 28.57 % a B.og % 2 2B.57 &
am - G Tatal ] 5.71 % a a.nn % B Amm.en %
Female i ThoBR % o Bonm % ] JE_@A %
Hale ?  25.08 % A B.BE % 2 XE.BA %

The report is generated on the screen and can be printed. If finished, select the @ icon
to exit the report.
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z Employee Benefits Elections

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS >
PERSONNEL MANAGEMENT >BENEFITS> STATISTICS>HRBENOO087 -
Benefits Election Analysis

Transaction code HRBENQO087

This document describes the procedure required to generate a report showing the
Employee Benefits Elections.

= SAP Easy Access SAP R/3 System

Menu Edit Favorites Exfras Swvstem  Help

& |l flHcee | anmmE
2|5 a6 s |~ a
-------- (23 Favorites
= =3 SAP standard menu
- (] Office

----- [C Logistics
----- (23 Accounting
5123 Human Fesources
....... @ PPMDT - Manager's Desktop
----- (21 Perzonnel Management
..... [23 Time Management
----- (23 Payrall
|1‘| ----- |23 Organizational Management
E--E3 Irformation System
=3 Reparts

3|
5

If using the menu path, double click “HRBENOO087 — Benefit election analysis’ to go to
the next screen.
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™ Benefit Election Analysis

Program Edit Goto System  Help

Benefit Election Analysis

& |l IR eco DRk eanan R @
o
Further selections I = Search helpz I oe Org. structure |
L | '
Personnel number I A ta I A 52 |
Additional data
Benefit area Wﬂ ta I_ 5
1zt Program grouping to L=}
2nd Program grouping to (=]
Flan type to =]
Benefit plan to =]
Key dates
Starting paint on 82/12/726880
Changed on B2/12/72001

Enter information in the fields as specified in the table below. Note: In column

“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Name Description R/O/C | User Action, Values, Comments
Personnel Personnel number range O Enter the desired personnel
Number you want to report on number, range or leave blank for

al personnel
Benefit Area | Benefit Areato be R Enter NV or select using drop
reported on down arrow
1% Program 1% Program Grouping to @) Enter the desired 1% program
Grouping be reported on grouping or select using drop
down arrow
2" Program | 2" Program Grouping to O | Enter the desired 2™ program
Grouping be reported on grouping or select using drop
down arrow
Plan Type Benefit Plan type to be O Enter the desired Plan type or
reported on select using drop down arrow
Benefit Plan Benefit plans for which O Enter the Benefit plan code or

report isto be generated

6-41

select using drop down arrow, OR
leave blank for all health plans
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Starting Point | Start date of Analysis O Put in a beginning date to limit the
on range of report to be generated
Changed on End date of Analysis O Put in an end date to limit the
range of report to be generated
Select # to generate the report:

= Benefit Election Analysis

Systern  Help

List Edit

Benefit Election Analysis

oto Settings

&

ZIdeQe CHE anaa AR @

“@$|a§|®lﬁ|ﬁl @;rintpreview

Percentage changes between 02/12/2000 and 02/12/2001

Sel. benefit areas: 1

Sel. benefit plans: 16

Description | Tesxt # |Eligible EE= Participation | Scal. parhicip.

(Mawy (MwR]| 401K Plan 5.050.00 0.0a 5.050.00-
Aetna Dental E.750.00 B.500.00 | 250.00-
Aetna Medical E.750.00 570000 |1.080.00-
Basic Life / ADED 5.700.00 0.an 5. 700.00-
HO Cigna Medical E.300.00 0.aa E.300.00-
Civil 5w Ret - Offzet 933,339,553.53(0.00 939,993,999.95-
Civil Service Retirement Sy |9339,993,993.93 | 0.00 935,999,999.55-
Fed Employee Retirement Sys| 939,993,993.93 {0.00 995,939,999.55-
HIMO Grouphealth 2.000.00 [RI] 2.000.00-
HMO KPS 2.000.00 000 2.000.00-
Long Term Dizability 5. 700.00 3.700.00 | 200000
Optional Life 5.700.00 0.an B 700.00-
Retirement 993,353,935.93|0.00 999,993,993.95-
Retiree Bazic Life 993,933,5935.93|0.00 939,999,999.93-
Standard Insurance Dental | 2,000.00 0.00 2.000.00-
Thiift 5avings Plan 939,999,993.93{0.00 939,993,999.93-

The report is generated on the screen and can be printed. If finished, select the @ icon
to exit the report.

HRV1 — February 2001

6-42




Reporting

|; Benefits Enrollment Statistics

This document describes the procedure required to generate a report showing the Benefits
Enrollment Statistics.

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS >
PERSONNEL MANAGEMENT >BENEFITS> STATISTICS>HRBENO0089 -
Enrollment statistics

Transaction code HRBENOO089

™ SAP Easy Access SAP R/3 System

Menu Edit Favorites Extras  Swvstem  Help

&l Simlece/2BR| @
B2z e 2|~
e [ Favorites
- =9 58P standard menu
----- (3 Office

""" [C3 Logistics

" 7 {:I Accounting

E--=3 Human Resources

------- @ FPMOT - Manager's Deskiop
El """ (L1 Persorinel Management

----- (23 Time Management

E| -4 Reparts

=i £ Perzonnel Management

----- [ Administration

----- (2 Reciitment

-- -1 Personnel Development
B3 Bensfits

T @ HRBEMO0DZT - Emploves demographics

% HREBEMODSS - Enrollment statistics

f)} HRBEMOOST - Benefit election analysis

If using the menu path, double click “HRBENOO089 — Enrollment statistics’ to go to the

next screen.
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Enrollment Satistics

™ Enrollment Statistics

Program Edit Golo System Help
& || -lBecoCHR anan BN @
2l B

Further selections | =] Search helpz |

Org. structure |

=

Selection

Personnel number

Additional data

Type of enrollment

lo

Plan categom

Benefit area

12t Pragrarn grouping
2nd Program grouping

ARRR W
R

| & &) &)

Plan type

Benefit plan

Period

1 L W

Start B2/12/72001

To [82/12/2001 *|

Count

Plans ®
Persons C
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Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Cumulative Summary

Field Name Description R/OIC User Action, Values,
Comments
Personnel Personnel number range you O Enter the desired personnel
Number want to report on number, range or leave blank
for al personnel
Type of Type of Benefit Enrollment @) Select the type of enrollment
Enrollment using the drop down arrow
Plan Category | Category of plan to be O Enter category or select using
reported on the drop down arrow
Benefit Area | Benefit Areato be reported R Enter NV or select using drop
on down arrow
1% Program | 1% Program Grouping to be O | Enter the desired 1% program
Grouping reported on grouping or select using drop
down arrow
2" Program | 2" Program Groupingtobe | O | Enter the desired 2™ program
Grouping reported on grouping or select using drop
down arrow
Plan Type Benefit Plan type to be O Enter the desired Plan type or
reported on select using drop down arrow
Benefit Plan Benefit plans for which O Enter the Benefit plan code or
report is to be generated select using drop down arrow,
OR leave blank for al health
plans
Period Period start and end date R Enter dates for beginning and
end of range
Count How the Enrollment R Select either plans OR persons
Statistics are to be counted,
either by “Plans’ or by
“Persons’
Summary Either Discrete or R Select either Discrete (current)

or Cumulative (historical)

SelectE

lto generate the report:
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Enrollment Satistics (Discrete)

™= Enrollment Statistics

List Edit Goto Setfings System Help
G| e eaeCnE anaalF
@?|é?|[§-|§%|ﬁ[ﬁ@|ﬁ BAEE|@F‘rintpreview

Enrollment statistics

Start  02A12/200
To 0241272001

Text S| Test & [ Test £ |Options | Dependent coverages | 02/ 2/2001
|Navy [Mw/R] Dental | Aetna Dental AETDr  |EE 1
tedical | HMO Cigna Medical CIGH 1

2

The report is generated on the screen and can be printed. If finished, select the @ icon
to exit the report.
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|; Personnel Action Report

Print a personnel action report using the transaction code ZHRPAR.

™ SAP Easy Access SAP R/3 System

Menu Edit Favorites

Extras Swstem Help

—

_@J | [ZHRRAR]

W cae | 2mn

PR S8R

—

w A

.....
(27 Logistics

(2 Accounting

(£ Human Resources
(27 Information Systems

[£3 Tool:

Select | g | to go to the next screen:

HR: Personnel Action Report

Program _Edt_Gok _ Syem_Hiel
e -iocoeonm wnas AN ®
g& =81
Froitan zabscham J -] Swmch bk J L= Sai J
]
& Todes I Cxpart: reorie 0 Bumerd par
" L ioddey " Fionu ey
" Diherpoviod Y Ta
el
Fenand risite [ hze w0 5
Hreark s
[ Y — e
5L Bskeos [
AL Bnleos
Foarsmhr | [
Fanarie 2 [
PAAF Mg |
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Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Name Description R/OIC User Action, Values,
Comments
Period Date or dates to be reported R Check “today” for today’ s date
on OR check today and enter a
range of dates
Personnel Personnel number identifier O Enter number or range of
number numbers. Use the drop down
arrow if number is not known
Remarks Remarks, NAF manager’s O Enter any remarksto be
name printed on the PAR, enter the
name of the NAF manager to
be printed on the PAR
4 {0 generate report.
Print:
X|
Output device | i|
Mumber of copies |1_
Page zelection I
Spool request
Name SCRIPT | |HQ_Pe57E7
Title:
Authorization
Dutput opti Cover page
¥ Print immediately Mo cover page ;I
v Delete after print
¥ Mew zpool request Recipient I
Spool retention per. IE Drayls] Departrent I—
Archiving mode I Prirt anly ;I
Print preview | 0 F'rintl Cancel | =

Click the drop down arrow to select a printer, then select G Printproview |

HRV1 — February 2001
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* Personnel Action Report

List Edt Goto Setirgs Syst=m  Heb

BBT B B B BAF| O] @reimie

Ll — T TN EIL

Personnel Action Report

I_F'EI'-.‘SﬁmEL ACTMHAEFLAT

Pore HumbedSAFT — ER lisdacifobon  Tupe ofécbion MEAF b

oM 0624 U.E‘-'l.:l'l-'é[ljl Adedranin Py TI2E7

Mane Gpa. Sec Mumber

ARDERSON ANDREW 0811 25555

Aty iy Marse & Sodran [epatmant FAOHLCAS Acirdp sl Code
HPC [HwA D) Coffes Hewaza 3

=& HID-E0UTH

| TP 1 | ol P by

Be sure to email before printing!

Click on envelope icon (under the green arrow)
Click attachment document content

Select recipient using drop down arrow

Select internal user and green check

Fill in last name, first name

Click send

Select green arrow ¢ for portrait Print Preview.

6-49
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PAR: Portrait print preview

® Print Preview for HC57 Page 00001 of 00001 ==

Taut Edt Gomo System Help

12— nraa'%]mm’: BOOD BE @

PERSOHMEL ACTION REPORT

ﬂn-:w-rn FNRBAN (4T u1l"lt"'\-l TP L Or TR j TR O AT ;l A0 R
oOOooe 24 oIVRICTOn Gd jazrimarm in Fay 10TET

jaml j:mu. [ErT=TE———
AHOERZOR AROEEW oEi-id3-E888

ﬂunrw-n.: & dpomatc ﬂmlhur ﬂliunl.{:rwrrm:wr-{qu
HF L [NWA DY) Caifan Hamax #1

HEA MO- 500 TH

ju—-rm- sy ﬂ aweE j [ET—

gerazri e KALE U3 Crhuen
[ ar wim ey [ =ecnar viaa ] e e ar am

HD
Iilm!l.lh-ﬂ}’l =T Iilwmn arLILmIn Illnl.r.-u'rnrarmrr I:llmul:lp:llr::

Now select the = icon to print the Personnel Action Report you sel ected.
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|; Request for Personnel Action (52)

Use transaction code ZHR52, and select | @ | to go to the next screen:

= SAP Easy Access SAP R/3 System
Menu Edit Favorites Extras Swvstem  Help

| & ez SIimcoe Mk
e= slas 2|~ -
g (23 Favorites
- rj SAP standard menu
----- (L Office

""" (21 Logisties

""" (£ &ccounting

El """ [Z1 Human Resources
""" (23 Information S pstems
----- 21 Tonl:

There are two ways to generate a request for personnel action:
with personnel number

-OR-
with position number.

Request for Personnel Action

™ Request for Personnel Action

Reguest Pers Action  Edit Goto  System  Help
VAl Imeae DHME

&7 Change |

Request for Personnel Action (Form-52)

Personnel number 624

To use personnel number, enter it into the personnel number field, and select the

&7 Change
Icon.
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Request for Personngl Action

* Request for Personnael Action

P&’B\'.T‘I"d dats S,IEEm_Heh

e =IWece gk wwas OB @

Evphness om0 Waks| ahs e

Fararmed

fo [&En Mas: |AKBEENW SMDERSOH =W [en1-25-5555

FART &: Aoguesting dlfics
ot weped FERFSREANCE REUIEW Aeges no |
b i Hes | Téehem | modw [
Adon - wowed by deikry il hoseed by
Haer | Do | Mare | oz |
PART B: Foy Peepensbas of 55 50
Mowelladl  [AMBERSESE B4 5e e DY1-75-5555 B dur WIZ51IER
Feel [awemEN Efchim [ermszne
FIRST ACTION | SECIND ACTION
L ool MshraFickond Lepsl A ihoep [nde Plature e fordlepal datha b
e o i | [
e o ] [
a0l al

Enter any applicable remarksto be printed on the 52. Select the 2

icon to continue.

Select output device, then m The 52 should look like the following
illustration:

= Request for Personnel Action /MNew Employes
List Edt Gobn Seitings Syslarn Help

-

Qe oME/ swan IR @
T AT B Flcon Rl |

@EF @ 6

Request for Personnel Adtion

FECUERT PO PERSDN HEL ALTION
[EERT & Fepmirg ]

TALTHE h IER

> Peptoiihy  Wiwiwd ]
2RENLEST HLRECR

306 A0 AT KIMAL TP T M CHLL LM E A TELEFHOME ]

4-PADPOGED EFFECTTAE LLATE|
WAL

SALTICH AEDLESTEREY
TR -

ERLTIRIATHOREE Y
[ ——

TEAT B o P ki ol 57 30
THERE LT FRET)

AT SECTRITY HGREF HIGTE (FAATH _ PERECTIE (8T

[ ] 2% o]

FROW POEIMDN TO RIS MDe

FiFmoH POEATON W

Y J0E EEY 1
DN 0 LT ARCUHT }
PEREMAER  TORAREA PEREAEA  EOWGER 1

The “landscape” view appears.
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Be sure to email before printing!

Click on envelope icon (under the green arrow)
Click attachment document content

Select recipient using drop down arrow

Select internal user and green check

Fill in last name, first name

Click send

Select the ¢ to get the “ portrait” view.

™ Print Preview for HCS7 Page 00001 of 00001 =

P B O ST D

@ -Imege %J-Hm anan @Im

(] REQUEST FOA PERS GMMEL ACTION

FAET & - Riqunring Gk Fark, Ho 5] R e

J SCTEe BEJTTED J EIGHEAT FTvEES

[ 7o s i oty s recer e ] eeoramen arvacors

[#] scree apmmiromn~ |ﬂ atrem avmem L 0

FAET ¥ - B e wtion af 40 60

._| [ —— A T AT o | errac e
AR DEATD W A DA B LIIS=H 1131 oRiIEARED [EL RN TR
FIRST abTIAW SHEAHD AETHAN

e TR O JET I | LERAL & KT © e —

Select the = to print.

To generate the report by position number, in the initial screen, leave personnel number

&7 Change |
blank, then select the icon.
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* Request for Personnel Action

Request Pers Action  EBdit Goto  Svstern Help
Gl SiH|¢cee2HE ana

| 2o

Request for Personnel fAction {(Form-52}

Perzonnel nunber I

Enter the applicable information on the next screen:

* Raquest for Parsonnal Action f New Empla =

Pershata System  Help
@ |l IMeae DHE unae BE @

oo

1

oo for Pateoeing A oo Fam =) MEW EHPLOYEE
PART A: Aegquesting Difice

bdion reqetd HEW HIRE Aegest @ [ |
pdd  mo  Heme  |JORH DOE Temgbans | B din  B2/izrzam|
Ao reuested by Arnoe sdhormed By

Hamm [LEZA G1RBOMS Dan [N2/1272800  Flarn [JDHH TESH ol |M2/1Z7700

PART B: Fon Propasation of 5F 510

Henslesl  [DDE SocSecrm 00- 8- 0000 Bith dete 06,/ 0971870
LT NTTTTT] EfF data [z, 120081
ACTION

Cods Haban of AcfordLsgal Autbosk

Select the = icon to print. Be sureto select G Print preview 4 verify entries and email
before printing!
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